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This section provides courts several tools to assess their own collections success.

The first tool is a questionnaire designed to assist judges and court staff in evaluating the design of their
court’s collections programs.  The questionnaire is reprinted with permission of the National Center for State
Courts.

The second group of tools will help a court conduct a short term study of its success at collections.  These
tools can be used to evaluate the effect on collections of changes in the court’s procedures (for example,
changing assessing practices to create the expectation that money is due when ordered), or simply to
produce a snapshot of the court’s collection rate.  The tools consist of a Collections Daily Worksheet,
instructions, a Collections Program Evaluation Form, and an Aging Collections Rate Calculation form.
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1 An adjudicated civil infraction is a civil infraction in which the defendant admits responsibility, a default judgment
is issued, or the civil infraction is contested and a decision is rendered.
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Instructions for Completing the “Collections Daily Worksheet”

The purpose of the Collections Daily Worksheet is to track your court’s collection success.  You will use this
worksheet to monitor non-payment, partial payments, and late payments for all criminal cases and
adjudicated civil infractions in which money is ordered.  This sheet will allow you to complete the Collections
Program Evaluation Form.  To produce meaningful results, the worksheet must be completed every day for
at least three months. There are three steps to completing the worksheet:

Step 1 Every day, using a new worksheet, please complete the following:

• Enter the day’s date on the top of a blank worksheet.
• During the course of that day, enter the name or case number of every criminal case and civil

infraction which is adjudicated that day1 and in which money is ordered to be paid.
• Indicate the amount ordered and the due date.  If the penalty is paid immediately, use the current

date as the due date, unless the judge or magistrate specifically named a different date.  If multiple
payments are allowed, indicate the last date by which full payment is expected.

• Check the box for “Single Pmt.” if a single, deferred payment is allowed by the judge or magistrate;
check “Multiple Pmt.” if the judge or magistrate allows payments to be made in installments.

• If the amount is paid in full on the day it is assessed, check the box on the right hand side of the
worksheet marked “Paid in Full, On Time”.

Step 2 Also each day, complete the following portions of the worksheet which was created on the same
day during the prior month:

• Determine whether each case has had no payment, a partial payment, or if it has been paid in full.
Installment arrangements whose final due dates have not been reached should be logged as partial
payments.

• Indicate the amount which has been paid on the case to date.

Step 3 Finally, when a case is paid in full, pull the worksheet that was created the day penalties were
assessed in the case; check the box marked “Paid in Full, On Time” if the amount ordered was paid
in full on or before the due date.  For cases in which multiple payments were allowed, check the box
only if all installment payments were made on or before the various installment due dates.

Accuracy and completeness are critical to completing the Collections Daily Worksheet.  If any questions
arise, please feel free to contact Matt Hanley at (517) 373-7498.
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Collections Program Evaluation Form

In answering the questions below, limit your review to criminal cases and civil infractions which have been
adjudicated (the defendant admits responsibility, a default judgment is issued, or the civil infraction is
contested and a decision is rendered).  Complete this form for the three month period for which you tracked
collections using the Collections Daily Worksheet.

Number of
Cases

Amount
($)

Percent
(%)

Assessed during the three month period* 100

Single deferred payment granted

Multiple (installment) payments granted

Within 1 month after assessment:

Paid in full

Partial payment made

No payment made

Paid in full, on time

* Do not include restitution or reimbursement to local governmental units for drunk driving cases.
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